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STEPS TO ACCESS 

NEW HAMPSHIRE SPECIAL EDUCATION INFORMATION SYSTEM (NHSEIS) 

To access the system through MyNHDOE, single sign on, login to 

MyNHDOE.  https://my.doe.nh.gov/myNHDOE/Login/Login.aspx 

 

 

 

Select NH Special Ed Information System 

Enter your user name and 

password.  Click login. 

https://my.doe.nh.gov/myNHDOE/Login/Login.aspx
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STEPS TO ACCESS 

NEW HAMPSHIRE SPECIAL EDUCATION INFORMATION SYSTEM (NHSEIS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click the appropriate link to 

access the NHSEIS.  The NHSEIS 

links are district and User Type 

specific. 

Districts assign NHSEIS users a User Type which determines the user’s authority.  The User Type is shown in 

the user’s  profile.  The User Type is also on the NHSEIS link in MYDOE, as shown in the above screen shot.   

The following User Types must assess NHSEIS through MYDOE:  Case Manager, District Administrator, District 

IT Administrator, SAU District Administrator, SAU System Administrator, SAU System Staff, and School 

Administrator. 
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STEPS TO ACCESS 

NEW HAMPSHIRE SPECIAL EDUCATION INFORMATION SYSTEM (NHSEIS) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To access the system, you must have a user name and a unique 

password; NHSEIS is a secure website. 

1.  Access the Internet from your computer and proceed to the 

NHSEIS website.  The web address for NHSEIS is: 

https://nhses.ed.state.nh.us/nhSAUNAME/ 

(for example for Concord replace nhSAUNAME with 

nhconcord) 

It is important to note the “s” in “https.”  This indicates a 

secure website, and you must include it in the address. 

2.  In order to make accessing NHSEIS quicker and easier in the 

future, you may use the “Bookmark” or “Favorites” function in 

your Internet browser. 

3. The first time you log onto the system you will be asked to 

view an End User License Agreement for NHSEIS.  Scroll to the 

end of the page and click “Agree”. 

4. Enter your designated, unique and confidential “Name” and 

“Password.”  Single-click the “Login” button or press “Enter” on 

your keyboard. 

The Name field is not case sensitive.  The Password field is case sensitive. 

NHSEIS users that have a Provider, General Ed Teacher or IEP Team Member User Types must access NHSEIS through 

the SAU specific web address shown below. 

https://nhses.ed.state.nh.us/nhSAUNAME/
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NHSEIS MAIN PAGE 

 

MESSAGE BOARD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The “Welcome” page will appear when you log in.  When you see this screen, you have successfully logged into NHSEIS.  The “Main  

Menu” bar is located across the top of the screen.  The Menu bar allows you to click on different areas of the EASY IEP at any time. 

 
NOTE:  Check the Main Menu Message Board often to stay current with changes and updates to the NHSEIS system. 

This Message Board has three sections.  The first section is used by the DOE to relay important information.  This should be read frequently.  

The second is for SAU Administrators to create and post their own messages.  The third section contains posted reference documents from 

both DOE and an SAU.  To access a document in Section 3, locate the document on the list and open by right clicking on the blue link. 

Section 1 for DOE messages. 

Section 2 for SAU Administrators. 

Section 3 posted reference 

documents.  Note:  Each 

“Tab” will list different 

documents. Click “Tab” for 

access. 
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NHSEIS SYMBOLS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 “Back” will bring the user back to the previous page but will not save changes 

 

 “ Save” will save changes the user made but will not move the user to the next page 

 

 “Save & Continue” will save changes the user made and will move the user to the next page 

 

 “Details” will allow you to view or enter more information 

 

 “Calendar” button will open up a calendar from which you can select a date for fields that 

require a date; you can also simply enter in the date with your keyboard 

 

 Click the “Spell Check” button to check spelling in any text box 

 

 Click the “Show Section” button to show how the data will appear on the document. 

NOTE:  When spending a lot of time typing on one web page, you should SAVE periodically (every 5-10 minutes) to keep from being 

timed off the Internet by your web browser. 
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NAVIGATING FROM THE MAIN MENU 

 

NHSEIS MAIN MENU PAGE 

 

 

 

 

 

 

 

 

 

 

 

 

UPDATE USER INFORMATION 

 

The bar below is what you will see at the top of your Main Menu page.  These buttons have specific functions when entering information 

into NHSEIS.  They help to navigate through the system. 

 “LOG OUT” – Logs the current user out of NHSEIS 

 “MAIN MENU”- Displays the Message Board 

 “STUDENTS” Dropdown of Students or Advanced Student Search Selection Students -“Criteria for Selecting Students to View” or 

“My Caseload”.  Advanced Student Search” – Allows user to Search for students by selecting more specific criteria. 

 “WIZARDS” – Administrator functionality 

 “SCHOOLS” – A list of all SAU schools including the school abbreviation, school code, address, phone and email address.  

Authorized users can access the “Add New School” button. 

 “SCHOOL SYSTEM INFO” – Displays the School  System Name, Current School Year, School System Code, as well as the address 

and contact information. 

 “Users” – Authorized users can display a list of all user information with access to the SAU site,  Contains user information with 

the ability to change or add users functionality 

  “My Profile” – Dropdown of My Documents, My Reports, and Update Profile.  Documents generated for your students within the 

past year, and includes draft documents generated within the past month.  My Profile has your user profile, User Type, schools, 

and email address. 

  - Allows user access to the SAU calendar 
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NHSEIS MAIN MENU PAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the main menu page, click 

students to access, select 

student or Advanced search. 

Click Wizards to access the 

available wizards. 

Click Schools, to view the list 

of schools or to add or 

remove schools. 

Click My Profile to access: 

-My Goal Bank 

-My Objective Bank 

-My Documents 

-My Reports 

-My Info 
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UPDATE USER PROFILE 

 

 

 

 

 

 

 

 

 

 

 

 To Update Personal Information 

- Select “My Profile” button, select “My 

Info” from the dropdown. Update 

Profile. 

- Enter current password and new 

password in both boxes to change 

Password. 

- Type new information into the 

appropriate boxes 

- Click “Update the Database” button 

- (Please make sure you write down your 

password.  There is no mechanism 

which to retrieve your password.  If you 

forget or lose your password you must 

contact your SAU System Administrator 

to get a new password.) 

 

Note: Password section in NHSEIS is  

Not available to SSO (Single Sign On through 

MyDOE 
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FINDING ACTIVE STUDENTS 

 

 
 
 
 
 
 
 

 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 

Case Manager User Types will get 

a list of students on their caseload. 

- Click “Print Search Results” button to 

print the list of students 

- Click “Export Search Results” to export 

list of students to and excel file. 

STEP 1:  Select “Students” from Main 

Menu 

STEP 2:  Search for Student based on 

Name, Grade, School, Student ID, or 

SASID number. 

STEP 3:  Enter the criteria in the boxes 

STEP 4:  Click “View Students” 
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FINDING ACTIVE STUDENTS CONT… 
 
 

 
 
 
 
 
 
 
 
 

When the list of students appears:  
-This is the starting point for viewing and developing an 
IEP for a student. 

 
-To create an IEP click the Student Name.  The Personal 
Information page will appear. 
-CLICK the IEP PROCESS button. 

 
 

 

-CP stands for “Compliance Symbol”, click the CP column 
header to display the Compliance Symbols and Definitions. 
 
-The list of students caseload can be printed or  
exported in excel format. 
-Caseload can be sorted by clicking any of the blue column 
headings.  
 (For example, “Grade” or “School”).  The default setting is 
by Name.  
 The list will remain sorted when printed or exported. 
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COMPLIANCE SYMBOL DEFINITIONS 

From the select a student screen, click the “CP” for the list of compliance symbols and definitions. 
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COMPLIANCE SYMBOL DEFINITIONS CONT… 

 

 
 
 
 
 
 
 
 
  

 

Question:  How many days after the Parent Consent to Evaluate, does the system give a warning 

symbol? 

 The yellow triangle warning symbol appears 30 calendar days before any event is due.  So 30 days 

before Eligibility is due the symbol appears.  Because the NHSEIS system sets an Eligibility due date 

as 45 days after a Consent to Evaluate, it should be 15 calendar days after consent.  If there is an IEP 

or something else also coming due, however, the symbol may not always hold. 

Question:  How many days prior to a three year re-evaluation before the child’s data has a red stop 

sign compliance symbol indicating the parental consent is due?    

When eligibility is entered, NHSEIS projects the next eligibility to occur 3 years after.  NHSEIS also 

projects the Consent to Evaluate to occur 45 calendar days before the projected eligibility. 

 

   

1)      The yellow triangle warning symbol appears 30 calendar days before any event is due. So 30 days before an 

Eligibility is due, the sign appears. Because the system sets an Eligibility due date as 45 days after a Consent to 

Evaluate, it should be 15 calendar days after consent. If there is an IEP or something else also coming due, 
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ADVANCED STUDENT SEARCH 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Selecting “Only include students with no Case Manager” will show newly 
added, transfered and transitioning students. 
 
 
 
 
 
 
 
 
 
 
 
 

 

Select the Criteria for selecting students to view. 

For example, in the Compliance Status section, if 

you select all four check boxes in any of the four 

areas, the system will display only students with 

the selected criteria. 
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IEP PROCESS – DEVELOPING AN IEP 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

STEP 1:  Click the student’s name, the student 
Personal Information page will appear. 
 

STEP 2:  Click IEP Process  
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IEP PROCESS 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
  
 
 

The IEP Process is broken up into 

“sections”.  Click each section to 

enter IEP information.  Each 

section has a compliance 

symbol, making it easier to know 

when data is complete. 
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Menu Bar 
 
 
 
 
 
 

 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

On the blue menu bar, 

dropdowns are available to 

add additional information.   

Click Student to access 

student information, eligibility 

information, discipline and 

financial summary. 

Click Contacts dropdown to 

enter parent/guardian 

contact information or 

contact logs. 

Click Eligibility Process to  

enter referral, parent consent 

to evaluate, assessments and 

evaluations and eligibility 

determination. 

Click IEP Process to enter IEP 

information. 
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Menu Bar 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Click Documents to 

enter document 

information and create 

documents. 

Click Student History to 

access events in the 

student history. 
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STUDENTS - STUDENT INFO 
 

 
Step 1:  Begin by filling in the Student Demographic information. 

Step 2:  Next, fill in the Length of School Day – Length of School Day is the time the 

school age student spends in school.   For children ages 3-5 enter the students’ length 

of week.  Go to www.nhssect.org for the online module for reporting on children ages 

3-5.  This field is used for Federal Reporting (See NHSEIS - Key Fields for Reporting for 

more information). 

Step 3:  If applicable:  Once the “Court Placement Date” is entered, click “save” you will 
then be prompted to enter the “Begin Date” in that section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

If the school the student attends 

is not in the drop down list, it will 

need to be added to the district’s 

school list. 

See section on adding schools to 

NHSEIS. 

NOTE:  Student school must be selected 

on student information page prior to 

selecting the Case Manager. 

Note:  All Fields proceeded by an 
asterisk are required fields. 
District of Liability and Town of 
Residence are required fields. 

 

Fields with a drop  
down arrow come from a 
standardized list. 
 

http://www.nhssect.org/
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STUDENT – ELIGIBILITY INFO 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

  

Top Eligibility Info screen shot shows a 

newly added student with a Referral 

and Parent/Guardian Consent to 

Evaluate Date. 

Lower Eligibility Info screen shot shows a 

student with a Referral, Parent/Guardian 

Consent to Evaluate Date, Eligibility 

Determination Date, Disability and 

Evaluations. 
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STUDENT – DISCIPLINE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 

 

Removal Expulsion dropdown list Offense dropdown list Parent Notification dropdown list 

You must record all discipline incidents 

that occurred with the student.  

 
Step 1:  Click the “Add a Discipline Event” button. 

Step 2:  Select “Removal/Expulsions” from drop 

down list. 

Step 3:  Select “Offense” from drop down list. 

Step 4:  Enter number of days. 

Step 5:  Enter “person taking action”. 

Step 6:  Enter “Date Discipline Begins” & “Date 

Discipline Ends”. 

Step 7:  Select “Parent Notification” “Yes” or “No” 

Step 8:  Click “Save & Continue”  
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STUDENT – DISCIPLINE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 9:  Select “Yes” or “No” from the drop 

down to answer the question concerning 

“…interim alternative education”, if applicable 

enter “name of alternative educational 

setting”, as well as “Interim Alternative 

Placement” Begin Date & End Date. 

Step 10:  “If the student was not provided an 

interim placement, indicate the reason…” by 

selecting from the drop down list and enter 

specifics in the text box. 

Step 10:  Check the boxes regarding “result of 

discipline…” if applicable. 

Step 11:  Click “Save and Continue.” 
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STUDENT – FINANCIAL SUMMARY 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 

 
 
 
 
 
 

Case Manager User Types do not have the 

authority to add Invoices in the Financial 

Summary. 

Administrative users can add invoices by 

clicking the Add New Invoice for 2014-2015. 

Administrators can also access the 

Financial Summary by clicking 

“School System Info” and “Financial 

Summary.” 

Reference:  FY 2015 Memo #1 - 

Catastrophic Aid (CAT AID) 
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CONTACTS – CONTACT INFO 
 

 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

 Contacts, who are not users in NHSEIS need to 

be added on this page.  Examples include:  

Parents, Legal Guardian, Regular Ed Teacher, 

Friend, and Emergency Contact. 

 Click “Contacts”, “Contact Info.” 

 Click “Add New Parent/Guardian” to add a 

contact. 

 

NOTE:  At least one contact must be designated as the student’s legal 

guardian and at least one contact type must be included on the IEP 

Team.  Please click on the Details button to complete this information. 
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CONTACT INFO 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Note:  Only the Home Phone and Work Phone will appear on the IEP. 
 
 

 By clicking “Student Lives Here” the address of this contact will populate all addresses on the IEP document. 

If parents are entered 

separately and both have 

“guardian responsibility” 

checked, both will appear 

separately on the IEP, 

“Parent/Guardian 

Information” section and 

on the progress reports.  

Also, entering parents 

together and separately will 

allow the option of both or 

an individual parent to sign 

the IEP. 
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CONTACT INFO  
ADD NEW PARENT / GUARDIAN 

 
 
 

 

 To edit the parent information 

Click the “Details” button.  

Contacts who are not users in NHSEIS need to be added on this page.  Examples include:  Parents, Legal Guardian, Regular 
Ed Teacher, Friend, and Emergency Contact. 
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CONTACTS/CONTACT LOG 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Method list 

Contact Result list 

Person Contacted list comes 

from the people entered in 

the Contacts/Contact Info  

The Contact must be 

entered in the Contact Info 

section prior to creating a 

draft document to appear in 

the dropdown list. 
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CONTACTS/CONTACT LOG 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example of correspondence record 

created in NHSEIS.  Previously 

entered contact correspondence can 

be viewed via the “Contacts” button, 

and “Details” button. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The Eligibility Process is for entering the student’s Referral, Parent Consent to Evaluate, Assessments & Evaluations and the 

Eligibility Determination. 

 Eligibility information should be entered for all children with completed evaluation, even if the child is found “not eligible”. 

 Click on “Assessment Evaluation” to enter or review evaluation information. 

 

 New students in this section will show “none” in the eligibility fields until eligibility determinations have been made. 

 Click the “Eligibility Process” button to add the student’s most recent eligibility information. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Enter the receipt date of the 

referral in the “Referral Date” 

box. (Initial referral to include 

students who are no longer 

identified but parent/staff has 

made new referral.) 

Enter Referral Source and 

Click Confirm Referral check 

box. 

Click Save and Continue. 

Enter the receipt date of the 

Parent/Guardian Consent to Evaluate in 

“Parent Consent to Evaluate Date” box.   

Select Consent Granted, “Yes” or “No”.  

Click check box to confirm. 

Click Save or Save and Continue. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  Enter the date that the evaluation was completed in the “Date 

Completed” box.  If the evaluator met with the student more than one 

time, please put in the date of the last meeting in the “Date Completed” 

box. 

Step 2:  If reviewing of previous evaluation data please enter the date the 

team reviewed the evaluation data. 

Step 3:  If accepting previous evaluation data please identify date of original 

evaluation data in the “Evaluation Result” text box. 

Step 4:  Select the “Qualified Examiner” from the drop down menu. 

Only initial and reevaluation assessments need to be entered into NHSEIS. 

 

 

NOTE:  To prevent an error message when drafting an IEP – If the Date 

Completed or Most Recent Review Date are filled in, then you must 

have text in the “Evaluation result box” and select a “Qualified 

Examiner.” 

NOTE:  All evaluation assessments used to determine disability must 

be dated on or after the parent/guardian consent to evaluate date. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  Disabilities can only be selected if appropriate assessments have been completed. 

Enter eligibility date. 

In the “Eligible?” box select “Yes” 

if student was determined 

eligible, and select primary 

disability, and secondary or third 

if applicable.  Please select “No” if 

student was not determined 

eligible. 

Click create draft eligibility of 

create proposed eligibility. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “View the Eligibility 

Determination Document” to view the 

document. 

Click “Continue” button. 

Click “Create Proposed Eligibility.” 

Enter the New Eligibility date. 

Select eligible “yes” or “no”. 

Select the Disability Identification(s). 

Click “Create Proposed Eligibility.” 

NOTE:  Student non-eligibility will clear the 

referral date, referral source, parent/guardian 

consent to evaluate date and the eligibility 

determination date. 
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

“RSA-186-C:2 I-a.  “Developmentally delayed child” means a child at least 3 years of age or older, but less than 10 years of age, who, 

because of impairments in development, needs special education or special education and related services, and may be identified as having a 

developmental delay provided that such a child meets the criteria established by the State Board of Education.” 

Note:  The eligibility determination can be less than 3 years, if the student is DD and reaches age 10 before the usual 3 year eligibility 

determination end date.   

Click “View the Eligibility Determination Document” to view 

the document. 

Click the “Response” button.  

NOTE:  Eligibility Events must be entered in proper order to 

ensure accurate date (Referral, Parent Consent to Evaluate, 

Eligibility Determination and Parent Consent to Eligibility 

Determination)  
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ELIGIBILITY PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select Parent consents to eligibility finding 

or Parent does not consent to eligibility 

finding.  Select Parent Signing and enter 

Date of Signature. 

Save and Continue 

 

The Eligibility Determination Process creates 

an Internal Eligibility Reporting Document. 
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IEP PROCESS – STUDENT HISTORY - ELIGIBILITY & NON ELIGIBILITY   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the blue menu bar, click Student 

History to view the events in the history. 

History of a student determined eligible for 

Special Education. 

History of a student determined not 

eligible for Special Education. 
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IEP PROCESS – IEP TEAM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The IEP Team section is where the student’s IEP Team is identified. 

 Select Case Manager from the drop down list.  NOTE:  All students must have a Case Manager.  You will not be able to create a 

draft IEP if the Case Manager is not identified. 

 Click “Select IEP Team” to add IEP Team member names. 
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IEP PROCESS – IEP TEAM 

 

 

 

 

Step 1:  Click “Select IEP Team” button. 

Step 2:  Select the check box of anyone you want to add to the IEP Team or Uncheck the check box to remove someone from the IEP Team. 

Step 3:  Click “Just Save” or “Save and Continue” to update the IEP Team. 

 

 

 

 

 

 

 

 

 

 In order to populate into this list, Case Managers and IEP Team members must be users in NHSEIS with authority to access 

student’s school. 

 

Check “View Only” box if this person will 

have the viewing privileges to the IEP. 

Check “View Only” 

box if this person 

will have the 

viewing privileges 

to the IEP. 
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IEP PROCESS – IEP COVER PAGE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  Click “IEP Cover Page” 

Step 2:  Enter the IEP Meeting Date, 

IEP Begin Date, IEP End Date, and 

check the applicable box “Reason for 

meeting. 

NOTE:  Click “Show Section” button.  

The information will appear on the 

document being created.   
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IEP PROCESS – IEP COVER PAGE – Show Section 

 

Show section – IEP front page 
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IEP PROCESS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In the IEP Process, click the Present Levels section, enter the 

student’s present levels of performance.  

 Enter the student’s strengths and needs in the 

text boxes. 

 Click the “Save” button below each text box, 

when you are done writing in each text box. 

 Click the “Save and Continue” button to move 

to the next section. 

 If you spend a lot of time (10-15 minutes) 

developing the student’s narratives on this 

page, make sure that you save your work by 

clicking on the “Save” button below each area. 

NOTE:  There must be text in each box, under 

present level, in order to draft an IEP. 

The text boxes expand as needed. 
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IEP PROCESS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Answer the special factor questions on the page.  If 

you answer “yes” to any of the questions on this 

page, you must complete the associated narrative. 
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IEP PROCESS  

 

 In the Transition section enter the student’s transition, 

Student Interests, Preferences, Needs & Post-Secondary 

Goals.  

 The transition section will only print if applicable for the 

student.  If the student is younger than 14, the student 

section is optional. 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  Click “Transition Planning” button. 

Step 2:  Answer if the student attended the IEP meeting via the 
yes/no drop down list. 

Step 3:  If the student did not attend the meeting, answer the 

next question. 

Step 4:  Enter Transition Goals and Present Levels in the text 

boxes.  

Step 5:  Enter the Post Secondary Goals and Educational Training, 

Future Community Participation and Adult Services in the text 

boxes.   
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IEP PROCESS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6:  Enter the projected course information in 

the text boxes.  Be sure to enter the credits 

required for graduation, diploma type and 

expected graduation date. 
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IEP PROCESS  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7:  Click “Add Transition Service” button to add 

custom transition services.  Select Transition area from 

dropdown. 

 

Step 8:  Enter the NHVRS Notification. 

Step 9:   Select the answer to the question on NHVRS 

and enter the date, NHVRS was notified. 

Step 10:   Review Transition services and NHVRS 

Notification information. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click “Goals & Objectives” button.  

 All information related to the student’s goals 

and objectives are entered. 

To add a goal to the student’s IEP you have three 

options: 

1. You can select a goal from a pre-existing list of 

goals by clicking on the “Add Goals from List” 

button. 

 

2. Or, you can add your own customized goal by 

clicking on the “Add Custom Goals” button. 

 

3. Or, you can add your own goal by clicking on 

the “Add Goals from Bank” button. 

 

Note:  NH Rules for the Education of Children with Disabilities 

 Ed 1109.01 (a)(6):  “Short-term objectives or benchmarks for all children unless the parent determines them 

unnecessary for all or some of the child’s annual goals;” 

 Ed 1109.01 (a)(7):  “Short-term objectives or benchmarks for all children who take alternate assessment based on 

alternate achievement standards;”  
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add Goals from List 

Step 1:   Select the Annual Goal Category from the drop 

down menu.  The list is specific to the Category 

selected. 

Step 2:   Select the goal from by checking 

the selection box of the goal being added. 

 Step 3:   Click save or save and continue to add the   

goal. 

Step 4:   Indicate the area of need that the goal 

covers by selecting an item from the drop down list. 

Step 5:   Enter the Begin Date of the goal. 

Step 6:   Click Details button. 
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PROCESS WIZARD  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the “Goal Details” page you can enter the following 

information relating to the goal: 

Step 7: --Implementation Personnel/Position 

Responsible 

--Present Level of Achievement 

--Present Functional Performance 

--Measureable Method for 

Evaluation/Method of Reporting to 

Parent (only one required) 

--Objectives are required if applicable, 

use the “Add Objectives” buttons. 
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PROCESS WIZARD  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Add Objective(s) from List 

Step 8:    Click the Add Objectives 

buttons to add Objectives from a List, 

Custom or Bank. 

Step 9:   Select the 

Objective(s) from list by 

checking the selection box of 

the goal being added. 

Click save or save and 

continue. 
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PROCESS WIZARD – ADDING GOALS & OBJECTIVES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 10:   Once you have 

added an objective, you must 

enter the begin date and 

select evaluation method. 

Click “Save” or “Save and 

Continue.” 
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IEP PROCESS – ANNUAL GOAL CATEGORY 
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IEP PROCESS – OBJECTIVE CATEGORY 
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ADDING GOALS to BANK 

 

 

 

 

NN 

 

 

 

 

 

 

 

 

 

 

 

Step 1:   Click “My Goal Bank” 

to add custom goals to your 

bank. 

 

Note:  Goals can be added to Bank from Goal 

Lists and Imported from Caseload. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the drop down menus to indicate whether each 

participation area requires accommodations or 

modifications. 

If you select accommodations or modifications needed, the 

“Add Accommodations/Modifications from List” and “Add 

Custom Accommodations/Modifications” buttons appear. 
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IEP PROCESS 

 

 

 

 

 

 

 

If applicable, click the “Add Accommodations/Modifications from 

List”, select the Category from the dropdown list, and select the 

check box to add accommodations/modifications.   

Click Save or Save and Continue. 

If applicable, click the “Add Custom Accommodations/Modifications” 

and add the information in the expandable text boxes. 

  Click Save or Save and Continue. 



59 
 

IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The added Accommodations/Modifications 

will appear on the screen.  Select “Detail” 

button to add additional information.  

The details button allows you to associate 

the accommodation/modification with a 

goal. 

NOTE:  To delete an 

accommodation, click on the 

“Delete” check box and then 

click “Just Save” 
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IEP PROCESS 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The steps to add a special education service are 

as follows: 

Step 1:  From the drop down menu, select the 

“Special Ed Service” you would like to add 

Step 2:  Enter the “Number of Sessions” and 

“Session Length”; 1 unit=1/2 hour i.e. 2 units for 

30 min=1 hour (number of sessions for children 

ages 3-5 is per week) 

Step 3:  From the drop down menu, select the 

“Setting” of the service 

Step 4:  Click “Save and Continue” 

From the “Services, Aids and 

Support” page, simply click on the 

“Add Special Ed Services” button, if 

applicable.  SPED Service dates must 

be within the IEP dates. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:   Both Special Education Services from a drop down 

list and Custom Special Ed Services can be added to the IEP. 

 

NOTE:  For Children age 3 through 5 

“The setting selected from the 

NHSEIS drop down list should begin 

with “3-5”. 

FY’ 13 Memo #9 provides more 

information.  Go to 

www.nhssect.org for the training 

module. 

FY’ 13 Memo #22 provides more 

information.  Service Provider 

location should only be used for 

children with IEPs ages 3-5. 

 

 

Once you have added a Special 

Education service, enter the “Start 

and End Dates” for the service.  

Leave dates blank to default to 

the IEP dates. 

Click on the “Details” button to 

enter additional information 

related to the service, such as 

service coordinator title, service 

provider title and associate goals. 

 

NOTE:  The column “Medically Necessary” is a feature of 

the system.  The NHDOE does not use this feature.   

 

http://www.nhssect.org/
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Service Coordinator 

Title, Service Provider Title and 

Associated Goals. 

“Save” or “Save and Continue” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Service Coordinator Title 
Service Provider Title 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the “Services, Aids and 

Support” page, simply click on the 

“Add Related Service” button, if 

applicable.  Related Service dates 

must be within the IEP dates. 

The steps to add a related service are as follows: 

Step 1:  From the drop down menu, select the 

“Related Service” you would like to add 

Step 2:  Enter the “Number of Sessions” and 

“Session Length”; 1 unit=1/2 hour i.e. 2 units for 

30 min=1 hour (number of sessions for children 

ages 3-5 is per week) 

Step 3:  From the drop down menu, select the 

“Setting” of the service 

Step 4:  Click “Save and Continue” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have added a Related 

Service, enter the “Start and End 

Dates” for the service.  Leave 

dates blank to default to the IEP 

dates. 

Click on the “Details” button to 

enter additional information 

related to the service, such as 

service coordinator title, service 

provider title and associate goals. 

 

NOTE:  For Children age 3 through 5 

“The setting selected from the 

NHSEIS drop down list should begin 

with “3-5”. 

FY’ 13 Memo #9 provides more 

information.  Go to 

www.nhssect.org for the training 

module. 

FY’ 13 Memo #22 provides more 

information.  Service Provider 

location should only be used for 

children with IEPs ages 3-5. 

 

 

NOTE:  The column “Medically Necessary” is a feature of 

the system.  The NHDOE does not use this feature.   

 

http://www.nhssect.org/
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Service Coordinator Title, 

Provider Title and Associated Goals. 

“Save” or “Save and Continue.” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Service Coordinator Title Service Provider Title 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  On this page, you will also have the option to 

add a “custom supplementary aid.” 

 

Step 1:  First, click on the “Add 

Supplementary Aids” button, if 

applicable. 

Step 2:  Select the Supplementary Aids from the drop 

down list. 

Step 3:  Select the Setting of the Supplementary Aids 

from the drop down menu.  

Click “Save” or “Save and Continue.” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 4:  Enter the Start and End Date. 

Step 4:  Click the “Details” button, and 

select the Service Coordinator Title 

and Service Provider Title from the 

drop down list. 

Step 5:  Select Associated Goals. 

Step 6:  “Save & Continue.” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

From The drop down menu, indicate if 

Support for School Personnel is “Not 

Applicable” or “Applicable.”  

If Supports for Personnel are “Applicable” 

two options appear “Add Supports from 

List” and “Add Custom Supports”. 

Select from List of Categories 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select check box of Accommodations 

or Modifications you want to add for 

Supports for Personnel. 

Click “Save” or “Save and Continue” 

Click “Details” button to associate 

Accommodation or Modification with a 

goal. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If applicable, select the student’s 

need for specialized transportation. 

Add as a Related Service as well. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Answer the Justification for Participation questions.  

Enter a narrative response in the text box if 

applicable. 

 A child age 3-5, is considered to be “removed from 

the general education classroom” when the child is 

placed in a setting that is not a regular ed. setting or 

the child’s home. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Add the assessment information by 

selecting from the Participation Level 

dropdown.   

Click “Save” or “Save and Continue” 

 Click Add From List or Add Custom 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Add From List select area 

check box 

 

Once the Accommodations/Modifications 

are added, they appear on the Assessment 

Participation page. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 The following reviews the steps 

necessary to complete the ESY section 

of a student’s IEP using the Process 

Wizard.  An IEP should cover a year-

long period; 7/1/14-6/30/15. 

Step 1:  Indicate the date ESY was determined and 

answer the ESY related questions. 

Step 2:  If the student requires ESY services, click:  

“Add Current Special Ed ESY Services” or 

 “Add New Special Ed ESY Services,” or  

“Add Current Related ESY Services” or 

“Add New Related ESY Services”. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

S 

 

 

Step 3:  Indicate the student’s extended school year 

(ESY) needs and services. 

 Required Field for ESY is the determination date. 

For example:  Date ESY was/will be determined:  4/26/15 

 Required Field for ESY is the determination of a 

longer school year. 

For example:  Does the student require a longer school 

year? yes 

 

 

 

 

 To add ESY Service, select check box of 

Service(s). 

Click “Save” or “Save and Continue” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  If student receives services all year, services 

can be entered in the Special Ed Services or Related 

Services area of the process wizard with a start and 

end date that includes the summer.  ESY Services 

are added to an IEP by creating an amended IEP or 

creating a new annual IEP.  

For example:  IEP dated 1/26/15 – 1/25/16. ESY determined on 4/26/15.  

ESY service 7/1/15-8/15/15 is easily added and IEP amended. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Steps needed to search for State-Approved 

Programs. 

Step 1:  Click “Add State-Approved Programs.” 

Step 2:  Enter the “Program Begin Date” and 

“Program End Date.”  This must be the student’s 

actual placement and correct start and end dates of 

placement. 

Step 3:  Enter the first few letters of the Provider 

Name. 

If the program entered is not spelled as shown on 

the NHSEIS Approved Programs list (uploaded 

document on the main menu page) or the student 

entered does not meet the criteria for the program, 

the placement will not appear. 

Step 4:  Click the “Find Program(s)” buton. 

Step 3:  Click the “Find Program” button. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 5:  Select the Add check box to 

add the program.  Click “Save & 

Continue” 

 

 

Step 4:  A list of programs that meet your 

search criteria and student will appear on 

the screen.  Click on the “Add” box for the 

desired program.  Note the Begin and End 

dates are the State Approval Period. 

 

Step 6:  Enter the number of sessions, select 

from the drop down list, than enter the length 

of the session. 

From the “Special Education Programs” page 

click the “Details” button. 

For children ages 3-5, select per week. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 7: Click “Details” button. 

Select “Setting” from the drop down list. 

Select “Associated Goals” using check box. 
 

Click save & continue. 

NOTE:  For children ages 3-5, enter “Regular Early 

Childhood Program”, when placement is in a regular 

early childhood program.  Refer to FY’13 memo #9 for 

more information.  Go to www.nhssect.org for the 

training module. 

FY’ 13 Memo #22 provides more information.  Service 

Provider location should only be used for children with 

IEPs ages 3-5. 

 
NOTE:  The setting selected from the NHSEIS drop down list 

should begin with “3-5” for children not yet 6 years of age.  

On students 6th birthdate select a school age setting. 

 

http://www.nhssect.org/
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  If the LEA does not find the program they are looking 

for please contact the Bureau of Special Ed. at the main 

number and ask for the consultant responsible for program 

approval. 

The program will appear as unavailable with 

the reason “Exceeded Capacity”, if any day of 

the placement period is over the program 

capacity, the program will be unavailable. 

 

NOTE:  A warning will appear if you inactivate an IEP with a Program Placement. 

Reference:  FY 14 Memo #23 

Preschool Least Restrictive Environment: Entering 

Data  

Entering Regular Early Childhood as the Program 

Placement into NHSEIS - Tip Sheet  

 

Reference:  FY 15 Memo #14 

Ed 1111.05 Home Instruction for School-Aged Children 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Main Menu page, 

documents section, 

has an Approved 

Programs list.  This list 

is updated and 

uploaded regularly. 

Right click and select 

“open” or “save 

target as” to view list. 

Use “ctrl” and “f” to 

search document. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click  

 

 Click “Display IEP Errors” button. 

 View and correct error(s) if applicable. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The system will generate error messages for sections that are not complete.  You can view the draft without correcting 

the errors by clicking the “View IEP” blue hyperlink. 

Note:  You will not be able to create a FINAL IEP until ALL errors have been resolved. 

The IEP and Error message appear in a separate pop-up window.  Make sure your virus protection allows the pop-up. 

Click the “view the IEP” hyperlink to 

view the IEP.  The IEP appears in a 

separate pop-up window. 

 

To print the IEP click on the printer 

icon in the IEP pdf document 

toolbar. 

 

NOTE:  Draft IEPs are automatically deleted after 30 days.  If an additional draft is created, the previous draft will be 

deleted.  A Proposed and Finalized IEP will not be deleted, and appear in the student history. 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click   

Click “Display IEP Errors” 

Note:  Only SAU System Administrator and 

Case Manager User Types can finalize IEPs. 

Steps to create and view the Proposed, Final IEP 

Step 1:  Verify the IEP dates are correct and Click 

“Create Final & Continue” 

Step 2:  View IEP  

Step 3:  Click “Save & Continue” 
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IEP PROCESS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All error must be corrected before a 

Final IEP can be created in NHSEIS. 

Click “Create Final IEP” button. 
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IEP PROCESS - FINALIZE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “Finalize” button, next to the IEP document in 

the list, to enter the Parent/guardian response. 

Click “view the IEP” to view the IEP. 

 Select parent’s response, select the name of parent or guardian 

signing and date of signature.  Enter “IEP Exception Notes” in 

the text box. 

Click “Save & Continue” 

Note: The parent response “I accept the IEP/Program 

Placement with exceptions of” will be an accepted IEP and 

therefore will appear as a finalized IEP in the student history.  

Prior to 2/16/12, the parent response with exception was 

considered a rejected IEP. 

 Once the parent approves the IEP it is considered 

finalized – Click “Save & Continue.” 
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IEP PROCESS - FINALIZE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Student History to see 

finalized IEP.  NHSEIS User 

that created the document 

and the date created. 

IEP appears in Student 

History.  Click IEP link to 

view the IEP.  User name 

and date created also 

appear in the history. 
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IEP PROCESS - FINALIZE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Finalized IEP appears on the IEP 

Process in the Documents section. 

This section includes the Date 

Generated, who Generated, the type 

of Document and the Status. 
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IEP PROCESS – DRAFT TO FINAL IEP REVIEW 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Some tips about Draft IEPs, Proposed IEPs and Final IEP Review 

 A draft IEP is not saved permanently in NHSEIS.  While proposed and final IEPs become events in the student’s history. 

 

 Ideally, the “DRAFT IEP” should be brought to the IEP meeting. 

 

 Draft documents are working documents for the IEP team to discuss as the IEP is being developed. 

 

 Once the IEP team has discussed and made changes to the draft document a proposed IEP is created. 

 

 The proposed IEP is presented to the parents, additional changes may be made as agreed upon by the IEP team. 

 

 Parents have 14 days to review the proposed IEP and indicate consent, consent with conditions, or denial of consent. 

 

 Once consent is given by the parents for provisions of the IEP, a final IEP document can be created. 

 

 Creating a final IEP in NHSEIS tells the system that there is a valid, legal IEP in place for the student.  Before creating a final 

IEP, you will be required to complete all sections. 

 

 Once a final IEP is created in NHSEIS, it will be permanently saved as part of the student’s record.  Both the Proposed and 

final IEP become events in the student’s history. 
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DOCUMENTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  To access the New Hampshire Bureau of 

Special Education Website click on the link at the top 

of this page. 

Step 1:  Click on the document you would like 

to create from the list of available documents. 

 

Step 2:  Click on either the “Create Draft” or 

“create Final” button to create the document 

that you selected. 

 The Meeting Invitation Letter includes 

the Titles of Required and Invited Team 

Member 

 All previously created documents will be 

saved at the bottom of this page.  To 

view a saved document, simply click on 

the link in blue. 
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DOCUMENTS – IEP AT A GLANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
     

  
Select IEP At-a-Glance radio button.  Click “Create 

Draft (will be saved for 30 days)” or “Create Final 

Document (will be saved). 

Enter “Academic/Social Management 

Needs Narrative” and “Comments/Special 

Needs Narrative.” 

Click “Create Draft Document” 
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DOCUMENTS – IEP AT A GLANCE 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “view” to review the draft “IEP At A Glance” 

pdf document. 

Click  Document 

Click “Create Final Document (will be saved) 
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DOCUMENTS – LETTER OF CONSENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select “Letter of Consent’ radio button.  Click 

“Create Draft (will be saved for 30 days)” or “ 

Create Final Document (will be saved). 

Enter Date Sent. 

Click “Create Final Document” button. 
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DOCUMENTS – LETTER OF CONSENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “view” to view the 

document. 
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DOCUMENTS – PROGRESS REPORTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Steps to create Progress Reports 

Step 1:  Select Progress Report 

Step 2:  Click “Create Draft (will be saved 

for 30 days)” or “Create Final Document 

(will be saved). 

 

 

Step 3:  Select the Progress Report Period 

from the drop down list.   

Step 4:  Click “Create Draft” or Create Final”. 
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DOCUMENTS – PROGRESS REPORTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

WIZARDS - PROGRESS REPORTS 

 

 

Note:  The progress report periods are determined and entered yearly by the SAU.  Students can have one 

finalized progress report for each progress report period.  The finalized progress report will appear in the student 

history.  

Step 5:  Enter the “Status 

Narrative”. 

Step 6:  Select “Objective” 

“Status” from drop down list. 

Step 7:  Enter “Status Summary 

Narrative.” 

Step 8:  Click “Create Final 

Progress Report.” 
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DOCUMENTS – PROGRESS REPORTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  Finalized Progress Reports 

(Report Cards) appear as events in 

the student history. 

 

Click “view” to view the document. 
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DOCUMENTS – Written Prior Notice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  Select “Written Prior Notice”. 

Step 2:  Click “Create Draft (will be saved 

for 30 days)” or “Create Final Document 

(will be saved). 
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DOCUMENTS – Written Prior Notice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3:  Complete each question on the 

document. 

Step 4:  Click “Create Final Document” 

button. 
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DOCUMENTS – Written Prior Notice 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reference:  FY 2015 Memo #3 

 Guidance on Written Prior Notice 

 Written Prior Notice Guide 

 Written Prior Notice Form  

 

Reference:  FY 2015 Memo #6 

 New Hampshire Special 

Education Procedural Safeguards 

Handbook  

 Procedural Safeguards Handbook  
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ASSIGN TEACHERS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ASSIGN SCHOOLS 

Assigning Teachers in NHSEIS. 

NHSEIS users with certain authorities can Assign 

Teachers as student’s Case Managers. 

Step 1:  Click “School System” button 

Step 2:  Click “Assign Teachers” button 

Step 3:  Select students using the available drop 

down lists.  Students can be selected by school, 

or grade level. 

 

Step 4:  Select the Case Manager for 

selected students and click the “Update the 

Database” button. 

Note:  Case Managers must have been assigned 

access to the student’s school to appear in the 

Case Manager drop down list. 
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ASSIGN TEACHERS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assigning Schools in NHSEIS. 

Step 1:  Select the Students to Assign the 

School.  Student’s criteria can be 

determined by selecting from the grade 

level or school drop down list.   

Step 2:  Click “View Students” button. 

Step 3:  Select the student’s school 

from the School drop down list. 

Step 4:  Click “Update the database” 



106 
 

VIEW USER ACTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1: Click the “Student History” to access 

Student History. 
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VIEW USER ACTIONS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 2: Click the View “User Actions” 

button. 

Step 3:  Select the criteria for the 

User Actions. 

Step 4:  Click “Show User Actions” 

button.  

The View User – Student 

Action screen appears.  The 

user name, date & time, type 

of action, category and 

action are displayed. 
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AMENDMENTS TO IEP 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 When making service or placement changes within the components of an IEP, please remember to include the new 

“Start and End Date” of the changes.  When making addendums to the IEP you do not change the Start and End Date to 

the IEP.  When redrafting an entire IEP, creating a new IEP, then make changes to the Start and End Date of the IEP.  

Yearly IEPs are recommended. 

 Example:  The agreed upon IEP is dated 7/1/14 – 6/30/15.  The IEP team agreed to add additional service 

starting 10/1/14.  This additional service should have a start date of 10/1/14. 

Create/View the Draft IEP 

 Enter same IEP Meeting date as the original IEP. 

 Enter the same IEP begin and end date as the original IEP.  If the IEP was less than a year, the end date may be extended 

for yearly compliance. 

 Example:  IEP 9/1/14 – 6/30/15 can be extended to 9/1/14-8/31/15.  An IEP cannot be longer than 1 year. 

 

 Check box – IEP Amendment (and other IEP meeting purposes) 

 

 Create Draft and Proposed IEP 

 

 Click the Response button, select “Parent Signing” from drop down list of contacts, and enter the date of Parent’s 

Signature for the Amended IEP. 

 

NOTE:  If a new eligibility determination is made within the IEP dates then the “Meeting Date and the Start Date” 

have to be on or after the new eligibility determination date.  The end date can remain the same. 

When data errors were made in a previous IEP, Districts are able to correct these data errors.  To correct a data error 

of a previous IEP, Current, Proposed and Finalized IEPs must be inactivated. 
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LOG OUT OF NHSEIS AND EXIT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 To Log Out of NHSEIS, click on the “Logout” button at the left of the top menu bar. 

 You can log out from any part of the system.  You do not have to go back to the main menu. 

 Macs – Click on the square in the upper right hand corner 

 You must log out of Easy IEP and close your browser if:  you step away from your computer, or you 

are finished using the system. 

 If a student’s IEP is downloaded to the desktop of your computer, delete or put it in the trash 

immediately. 

 If you do not Log Out and close your browser, anyone can access information in Easy IEP or record 

information under your Log – in name. 
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HELPFUL HINTS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Helpful Hints for Using NHSEIS: 

- If you take too long between entering records, you could “time out” of NHSEIS.  This has been set in the system for security 

purposes.  If you need time to gather additional information, log out of NHSEIS then log back in when ready;  if you need to 

spend a lot of time typing on one page (e.g. Narratives) click on “Just Save” every 5-10 minutes to keep from being “timed 

out” by your browser. 

 

- Remember that it is essential to keep student information CONFIDENTIAL.  Just as you wouldn’t leave a student’s medical 

folder open on your desk, you must log out of NHSEIS and exit the Internet before you walk away from the computer. 

 

- Do not share your username and password with anyone else and keep this information secure.  This is your unique system 

identifier that is tied with your name and the students that you service.  Therefore, we highly recommend that you update 

your password as frequently as necessary through the “My Profile/My Info” or NHMYDOE depending on how you access 

NHSEIS. 

 

- Problems creating a draft IEP can happen if the web browser’s pop-up blocker is turned on.  Go to the web browser’s 

security settings page and change the pop-up blocker so it will allow pop-ups on the NHSEIS site.  Once pop-ups are 

allowed, when a draft IEP is created, the system may display a data edit, check “errors page” designating the type of error 

and what IEP section needs to be changed.  Post a message to the message board if you need additional assistance. 

 

- To get all the data on a page in the website to print, highlight all the text that you want to print with your mouse and then 

go to File>Print>Selection, versus just pushing print.  You can also highlight all the text you want to print, copy and paste it 

into a Microsoft word document and then print that document. 
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ADDING SCHOOLS TO NHSEIS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1:  Click the “Schools” 

button. 

 

Step 2:  Scroll down and click  

“Add New school” button. 
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ADDING SCHOOLS TO NHSEIS 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3:  Select the school (to Add or Remove) by 

clicking the check box. 

Step 4:  Use the “Next 50 Records” button to access additional 

schools in the alphabetical list.  If you go pass the desired 

school, use the “Last 50 Records” button. 

 

Step 5:  To complete the task, click the “Update School(s) in 

Database” button. 

If the school is not on the list of schools, check the DOE website. 

www.education.nh.gov 

Click “NH Schools” 

Click “All NH Schools and School Administrative Unit 

Information” 

Click “School Information” 

 

 

 

 

 

http://www.education.nh.gov/
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SELECTING SETTING FOR SERVICES AND PROGRAM PLACEMENT 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Refer to “Bureau of 

Special Education 

FY’13 Memo #9”   

 The setting for a student age 5 turning 6 during the IEP period who is in a kindergarten classroom should be entered as 

follows: 

 Example: IEP 2/28/2013-2/27/2014 Student age 5, turns 6 on 9/15/2013. 

 Special Education (or Related) Service 2/28/13-9/14/13 setting = 3-5 Early childhood pgn 

 Special Education (or Related) Service 9/15/13-2/27/14 setting = Regular Ed Setting 

                        Other 3-5 settings and school age settings are available in the settings drop down. 

 Program Placement 2/28/13-9/14/13: Regular Early Childhood Program then select 3-5 Early Childhood pgn setting 

 Program Placement 9/15/13-2/27/14: Regular Early Childhood Program then select Regular Education setting  

                        Other 3-5 settings and school age settings are available in the settings drop down. 

 

The child in the above screen shot has a date of birth 4/15/2009, and 

therefore turns 6 on 4/15/15.   

OSEP requires states to collect data on environments based 

on age, not grade. To ensure we are collecting the 

necessary information, NHSEIS was recently changed to 

meet this requirement. This change impacts most 

significantly the way IEPs are developed for children who 

are transitioning to kindergarten. Now, when developing an 

IEP in NHSEIS for a five year old child who will be receiving a 

special education or related service in a kindergarten 

classroom, select the 3-5 year old regular early childhood 

setting (3-5 Regular Early Childhood Prgn). If the child turns 

six while in the kindergarten classroom, select the regular 

education setting from the drop down list effective with the 

date of the child's sixth birthday. This means for this child 

the service will be listed twice, once for when the child is 5 

and once for when the child is 6. The Program Placement 

will also need to be entered twice to reflect the 3-5 year old 

early childhood setting for the 5 year old and the regular 

education setting once the child turns six. 
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WHAT DO I DO IF I NEED HELP? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the main menu page, click “Send us a Message”  

Enter the needed information.  Please be specific, so the 

NHSEIS staff can reply to your question 

Include student sasid number if question is student specific. 

Click “Send Message” button. 

 

 

NHSEIS will send an acknowledgement to the message. 
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WHAT DO I DO IF I NEED HELP? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click “My Messages” to 

view previously sent 

messages.   

 Enter time period for 

messages to view. 

 Click “Search Messages” 

button to search for 

previously sent messages 

within a period of time.   

 Click “Display Messages” 

button 
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WHAT IF I FORGOT MY PASSWORD? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact your SAU System Administrator  

The following User Types access NHSEIS using the NHSEIS web 

address: 

General Ed Teacher 
IEP Team Member 
Provider 
 
NHSEIS web address:  

https://nhses.ed.state.nh.us/nhdistrictname/ 

Replace nhdistrictname , for example nhconcord for SAU 8 
Concord. 

The following User Types access NHSEIS using 

through NHMYDOE SSO: 

Case Manager 

District Administrator 

District IT Administrator 

SAU District Administrator 

SAUI System Staff 

School Administrator 

 

Link to NHMYDOE Login: 

https://my.doe.nh.gov/myNHDOE/Login/Login.aspx 

Click “Forgot Your Username/Password 

https://nhses.ed.state.nh.us/nhdistrictname/
https://my.doe.nh.gov/myNHDOE/Login/Login.aspx
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

How do I know the names of the Approved Providers and Programs in NHSEIS? 

The NHDOE uploads a reference document of 

Approved Programs in NHSEIS as of (current 

document date).  This document is available on the 

main menu page under “Files Available On-Line for 

Viewing/Printing.   

 Right click the excel document and select 

“Open” to open or “Save Target as” to save. 

The Approved Programs document identifies the 

Provider/Program Name/Approval Dates/Gender/ 

and Ages of students. 
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

What if the In State or Out of State Program is not on the “Approved Programs in NHSEIS as of …” document? 

For In State Programs not on the Approved Programs list, or Approved Programs that need extending, please contact 271-3741 or 271-3775. 

For Out of State Programs not on the Approved Programs list, or Approved Programs that need extending the NHDOE/SPED will need the 

NHSEIS Program and School Forms completed and a copy of the out-of-state Department of Education’s  Certificate/Approval Letter.  Once 

the information is received, it will be reviewed for input to NHSEIS.  The forms are available on the NHDOE website:  

http://www.education.nh.gov/instruction/special_ed/forms.htm 

 

 

 

 

 

 

 

 

 

http://www.education.nh.gov/instruction/special_ed/forms.htm
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How do I enter an Approved Program Placement in the IEP Process that has yearly Approvals in NHSEIS? 

In this example the “Pine Haven Boys 

Center” is approved for 2010/2011 and 

2011/2012. 

The “Pine Haven Boys Center” “Separate 

School Program, Day” must be entered 

separately for each school year. 
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How do I view a program Placement on an IEP? 

 Click the “eligibility” section 

 Click the compliance symbol at the 

top of the screen.  In the example, 

the compliance symbol is a green 

check.  This will display the student 

history. 

 In the student history, click the blue 

“IEP” to view the IEP pdf formatted 

document. 

 

 

The student placement appears near 

or on the last page of the IEP.  In the 

“Parent’s response to a Special 

Education Proposal” section, the 

Placement Provider, Program, begin 

date and end date are stated. 
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Which exit reason do I select for a child referred from ESS to Special Education that an IEP/Team Parent decides not to evaluate? 

Select “ESS Data Transfer:  IEP Team/Parent 

decision not to complete eligibility 

determination process.” 

Reference:  FY 14’ Memo #11 

Deadline for Entering Data on Children Exiting Special Education for Reporting Requirements 

Note:  Page 3 – The FAQ for students exiting special education can be found at:  

http://www.education.nh.gov/instruction/special_ed/documents/faq_exit_special_ed.pdf 
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How do I know how many units and the length of units are on the proposed or finalized IEP? 

 Click the “Student History. 

 Or click the compliance symbol at 

the top of the screen.  In the 

example, the compliance symbol is 

a green check.  The student history 

page appears. 

 

  In the student history, click the 

details button of the Proposed 

or Finalized IEP. 

 In the services area, locate the 

specific service or program 

service (placement) to view the 

units, and length of unit. 
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HOW DO I …? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What do I do when a staff (NHSEIS user) leaves the district? 

To delete a User from the database and reactivate User in database: 

 From the main menu, click “School System” button, enter the User name, click “View User(s)” then click the User name. 

 The View User screen appears.  Select the “Del” check box and Click the “Inactivate Selected Users” button. 

 The confirmation screen appears.  Select “Yes, I’m Sure.”  User becomes inactive. 

 An SAU System Administrator cannot delete another SAU System Administrator, but can change the password of SAU 

System Administrator, preventing access to NHSEIS. 

 The SAU System Administrator can Delete/Inactivate Users from the database. 
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KEY FEATURES OF THE SYSTEM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
It is a web-based IEP management program. 

- Special Education Management System, helps improve processes using NH specific IEP Process Wizard.  The IEP 

Process breaks the Special Education process into manageable, easy to follow steps with on-page instructions, current 

with state and federal policies. 

- Database stores key student, parent and school information for accurate and thorough IEPs and other documents.  

The system creates a virtual “filing cabinet” of a student’s entire NHSEIS history or events and documents. 

- NHSEIS has embedded checks in the IEP Process to assist with creating complete and compliant IEPs.  

- Works with all web browsers and can be operated from either a Macintosh or PC computer. 

- Can be used at work, home, library, or anywhere else with Internet access. 

- Multiple users can simultaneously work on the same student. 

- Maximum online security is built into the system to allow for necessary confidentiality. 

- Provides Administrators with the ability to impersonate users for troubleshooting purposes. 

- Administrators can quickly check compliance across schools and drill down to the student level. 

- Main Message Board page that Administrators can use to post information and circulate documents for users 

- Main Message Board for DOE to post information to all NHSEIS users. 

- Questions or suggestions can be sent securely and directly to the DOE. 

- NHSEIS has pre-populated Approved Special Education Programs and School information.  SPED Program Placement 

included as part of the IEP process. 

- Ability to transfer complete student records between SAUs. 

- Easily export student search results to Excel spreadsheet.  

- Drop down menus make it easy to select from pre-determined entries while also allowing for customization. 

- The system automatically tracks due date and displays warnings for upcoming and overdue IEPs and reevaluations 

using symbols. 

- Finance component tied to finalized IEP. 

- NHSEIS has additional Reporting Benefits. 
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HELPFUL RESOURCES 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reference documents are available on the Main Menu page. 

Copy and paste hyperlinks below into web browser address bar.  

 Link to Department of Education Website:  www.education.nh.gov 

 

 Link to Department of Education – Special Education Website:  

www.education.nh.gov/instruction/special_ed/index.htm 

 

 Understanding Preschool Special Education Settings, Program Placement and Data Reporting 

Requirements The module can be found on the front page of the SSECT website:  www.nhssect.org 

or 

Link to the Preschool Module: http://www.nhssect.org/NHSEIS/player.html 

 Link to CATASTROPHIC  Aid Link to Catastrophic Aid Manual: 

http://www.education.nh.gov/instruction/special_ed/documents/catastophic_aid_procedures_manual_May_2013.pdf 

 

 

 

 

 

http://www.education.nh.gov/
http://www.education.nh.gov/instruction/special_ed/index.htm
http://www.nhssect.org/
http://www.nhssect.org/NHSEIS/player.html
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NHSEIS – KEY FIELDS FOR REPORTING  

 

  

When the DOE calculates educational environment, for Federal Table 3, “Part B, Individuals with Disabilities Education Act Implementation 

of FAPE Requirements”, and Indicator 5 for the SPP/APR, the length of the school days is used to determine the total number of hours per 

week.  (See Adding Admin Information #4 Fill in Length of School Day)  If length of school day is left blank, NHSEIS defaults to the school’s 

length of school day. 

With information provided through NHSEIS; the NHDOE reports for federal and State in the following areas; 

1. Federal Reporting out of NHSEIS with real time data: 
a. Table  1 Child Count 

b. Table  3 Environment  
c. Table  4 Exiting 
d. Table  5 Discipline  

 

2. Provide the district data for the Annual Performance Report (APR): 

a. Indicator 2 Percentage of youth with IEPs dropping out of high school. 
b. Indicator 4 Rates of suspension and expulsion. 
c. Indicator 5 Educational environments of children with IEPs age 6 through 21. 
d. Indicator 6 Percentage of children aged 3 through 5 with IEPs attending a regular or separate special education class, 

separate school or residential facility. 
e. Indicator 9 & 10 Disproportionality in special education and related services and in specific disability categories that is a 

result of inappropriate identification. 
f. Indicator 11 Percentage of children who were evaluated within 60 days of receiving parental consent initial evaluation. 
g. Indicator 13 Percentage of youth with IEPs aged 16 and above with an IEP that includes appropriate measurable 

postsecondary goals. 
h. Indicator 14 Percentage of youth who are no longer in secondary school, has IEPs in effect at the time they left school, and 

were: enrolled in IHE within one year of leaving; enrolled in IHE or competitively employed within one year; and enrolled in 
some other postsecondary education or training program or competitively employed within one year.   
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NHSEIS Reports 

Tab “SAU Reports”    Tab “State/Federal Reports”    Tab “Proj. Meetings Reports “ 

Address Labels pdf    Table 1 and 3 by District (pdf)    Projected Eligibility Meetings (PDF) 

Address Labels Parent Name   Table 4 Report      Projected Eligibility Meetings (XLS) 

Data Quality Report    Table 4 Report Raw Data    Projected IEP Meetings (PDF)  

Usage Report     Table 5 Report      

SPEDSYS     Table 5 Report Raw Data         

Related Service Report   Table 1 and 3 by District (raw data)      

User Missing Data      

Student Missing Data          

Active Student Listing (XLS)  

Active Student List (PDF) 

Inactive Student List (PDF)   

Special Transportation 

Inactive Student List (XLS) 

Mailing Labels 

Duplicate Student Report 
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NHSEIS REPORTS 

How to access reports in NHSEIS 

Click “School System” button on the main menu. 

 

 

Click “Reports” button.  

 

. 

 

 

 

 

 

 

Select Report Tab:  “General,” “SAU Reports,” 

“State/Federal Reports,” and “Proj. Meeting 

Reports.” 

Click the Report to run the Report.  
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NHSEIS Reports 

Click “Reports” button to refresh reports.  When the report has been created by the NHSEIS system, the report will appear below the listed 

reports in the “Saved System Reports” section.  Click the created report to access the report. 
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NHSEIS Reports – Address Labels pdf 

 

Title of Report:  Address Labels pdf 

Purpose of Report:  To allow districts to create mailing labels 

from student and contact information in NHSEIS. 

Click “School System”  

Click “Reports” 

Click “Address Labels pdf” 

 

 

 

 

Select from drop down lists for School, Provider, Grade,  

Resident District(s), Disability/Disabilities, and Status.  This feature 

allows NHSEIS users to filter the address label list. 

Click “Generate Report”. 
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NHSEIS Report – Address Labels pdf 

Allow time for NHSEIS to create the report. 

Click “Reports” button to view NHSEIS created reports. 

 

When created report appears below the reports, in the Saved System Reports area, click the report to access the report information. 

 

 

 

 

 

 

 

Address Labels pdf is in a pdf format and will appear three across and ten down.  

 

 

 

 

To the parents of: 
John CatAid 
22 Canterbury Rd 
Canterbury, NH 03222 

To the parents of: 
Early Childhood 
3213123 Street Street 
Concord, NH 03301 

To the parents of: 
John Doe 
2 Main St. 
Concord, NH 03301 
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NHSEIS Reports – Address Labels Parents Name 

Title of Report:  Address Labels Parents Name 

Purpose of Report:  To allow districts to create mailing labels from 

contact information in NHSEIS. 

Click “School System”  

Click “Reports”  

Click “Address Labels Parent Name” 

 

Select from drop down lists for student’s School, Provider, Grade,  

Resident District, Disability, and Status.   

Click the Generate report button.  

 

 

 

When report appears in the Saved System Reports, click the report title 

to access the report. 
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NHSEIS Reports – Address Labels Parents Name 

Report appears in the format below in a pdf document.  This document can be used to create address labels.  The addresses are three across 

and ten down. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Johnny & Sally Smithson  John Laconia    Mom P Date 

2 Street    2 Tilton Street    32321 Redsds Rd.
   
Concord, NH 03301   Concord, NH 03301   City, NH 03333 
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NHSEIS Reports – Duplicate Students Report 

Title of Report:  Duplicate Students Report 

Purpose of Report:  This report will show any student data that has been entered in NHSEIS twice.  The district can report this information to 

the message board so the DOE can merge the data. 

Click “School System”  

Click “Reports” 

Click “Duplicate Students Report” 

After the report is created, click School System/ Reports / scroll down to Saved System Reports / click Duplicate Students Report 

The report below is an example of one possible duplicated student records. 

 

 

System StudentID SASID 
Last 
Name 

First 
Name Middle Name DOB Gender Active Date Added 

nhtrainingsite 2047143 4444555521 10.4 test student 12/8/1996 M A 2/25/2012 

nhtrainingsite 2047142 4444555521 10.4 test Student 12/8/2000 M A 2/25/2012 
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Reports – Table 1 and 3 by District (raw data) 

Report Title:  Table 1 and 3 by District (raw data)   Table 1 (child count) is the Report of Children with Disabilities receiving Special 

Education under Part B of the Individuals with Disabilities Education Act, and Table 3 (environment) Part B Individuals with Disabilities 

Education Act Implementation of FAPE Requirements.  Raw Data refers to individual student data.  The Federal tables utilize district 

data entered in NHSEIS to answer specific criteria for indicator 5 and 6. 

 

Purpose of report:  Table 1 and 3 data is sorted by district and used for Indicator 5 and 6.  The Federal Office of Special Education 

Programs (OSEP) has indicators to guide SEAs implementation of IDEA.  The Indicators are used to report SEAs progress and 

performance to OSEP and to report district level performance.   Indicators are one of the ways in which States measure and report 

their performance in educating students with disabilities. 

 Indicator 5 – Percentage of children with IEPs aged 6 through 21 served: 

A. Inside the regular class 80% or more of the day; 

B. Inside the regular class less than 40% of the day; and 

C. In separate schools, residential facilities, or homebound/hospital placements.  

 Indicator 6 – Percent of children aged 3 through 5 with IEPs attending a:  

A.  Regular early childhood program and receiving the majority of special education and related services in the regular 

early childhood program; and 

B. Separate special education class, separate school or residential facility. 
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NHSEIS Reports – Table 1 and 3 by District (raw data) 

The Table 1 and 3 report consists of Part 1 and Part 2, described below.  Data in Table 1 & 3 sorted by District is used for the Child 

Count in the District Data Profiles.  Only a child, whose eligibility determination is current, has a finalized IEP and receiving services 

will be considered for the child count.  The educational environment or setting is the type or category of environment in which the 

student receives special education services, related services and program services.  The NHDOE reports annually to the USDOE Office 

of Special Education Programs (OSEP) on educational environments in which children receive their special education and related 

service.  Districts can access this information from this report.  Please refer to Bureau of Special Education FY’13 Memo #22 for 

further detail. 

 

Part 1.  The top section of the report is the student data used to create the summarized data in Part 2.  The student can be listed 

multiple times because each IEP service is shown separately.  Part 1 includes all students with services. 

 

Part 2.  This section of the report lists each student once.  The individual services are combined to determine the amount of time in an 

environmental setting.  Part 2 supports the Tables 1 and 3 by district.  Part 2 breaks the data down into Table 3. 
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NHSEIS Reports – Table 1 and 3 by District (raw data) 

The essential data points to districts (column headers) are: 

 Part 1 

 District Code - NHSEIS generated code, district identifier 

 District of Liability – District that is financially responsible 

 Student Code - NHSEIS generated student identifier 

SASID – Unique student identifier 

 Date of Birth – Date child was born 

 Age – Age of the student on October 1st 

Race – White, Hispanic/Latino, American Indian or Alaska Native, Asian, Black or African American and Native Hawaiian, or     

Other Pacific Islander 

Race Code - NHSEIS generated code for race identified 

Event Id – Event number in student history identifying IEP services 

IEP Begin and End – These are the dates entered into NHSEIS that the IEP starts and ends 

Disability – Primary disability only.   

Service – Type of service being provided 

Service Type – Special Ed service, related service, program service     

Current Location – Not used 

Service begin and end dates – These are the dates entered into NHSEIS that the service starts and ends 

Number of Sessions – The number of sessions for the service 

Session Length – Day or number of hours or minutes 

Length of Day – The amount of time a student spends in a school day as reported on the student info section in NHSEIS. 

 

 

 



138 
 

NHSEIS Reports – Table 1 and 3 by District (raw data) 

Part 2 – NHSEIS Data Reporting Requirements:  Education Environments (settings)  

District Code – NHSEIS generated code, district identifier 

District of Liability – District that is financially responsible 

Student Code – NHSEIS generated student identifier 

SASID – Unique student identifier 

Age – Age of the student on October 1st 

Race - White, Hispanic/Latino, American Indian or Alaska Native, Asian, Black or African American and Native Hawaiian, or     

Other Pacific Islander 

Grade – Students grade on October 1st 

Gender – Male or Female 

School Code – NHSEIS generated code, school identifier 

Most Recent Disability Code – most recent primary disability entered in NHSEIS, NHSEIS generated code, disability identifier 

Most Recent Disability – student’s most recent primary disability 

REC10YSVCS – The child age 3-5 is receiving the majority of hours of special education and related services in the Regular Early 

Childhood Program (and the child attends a Regular Early Childhood Program at least 10 hours per week). 

REC10YOTHLOC – The child age 3-5 is receiving the majority of hours of special education and related services in some other location 

(and the child attends a Regular Early Childhood Program at least 10 hours per week). 

REC09YSSVCS -The child age 3-5 is receiving the majority of hours of special education and related services in the Regular Early 

Childhood Program (and the child attends a Regular Early Childhood Program less than 10 hours per week). 

REC09OTHLOC –The child age 3-5 is receiving the majority of hours of special education and related services in some other location (and 

the child attends a Regular Early Childhood Program less than 10 hours per week). 

SC – Separate Class – age 3-5     RC39 – Regular Ed setting less than 40% - age 6-21   

SS – Separate School – age 3-5    SS – Separate School – age 6-21 

RF – Residential Facility – age 3-5    RF – Residential Facility – age 6-21 

H – Home or Other – age 3-5     HH – Home Bound / Hospital – age 6-21 

SPL – Service Provider Location – age 3-5   CF – Correctional Facility – age 6-21  
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NHSEIS Reports – Table 1 and 3 by District (raw data) 

Part 2 (cont) 

RC80 – Regular Ed setting at least 80% - age 6-21  PPPS – Parental Placed Private School – age 6-21 

RC79to40 – Regular Ed setting 40% to 79% - age 6-21 LEP – Limited English Proficiency – age 3-21  

  

        

  

To create the report: 

Step 1:  Click “School System” button 

Step 2:  Click “Reports” button 

Step 3:  Click the “State/Federal Reports” tab and Select -Table 1 and 3 by District (raw data) – click 
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NHSEIS Reports – Table 1 and 3 by District (raw data) 

 

Step 4:  Enter “Date of Census”, for example 10/1/13, reference date for determination of student data eligibility and environmental settings 

and “Date Due” for example 2/1/14, deadline for receipt to OSEP of NH Child Count and Environmental data. 

Step 5:  Click “Generate Report” button 

Allow time for NHSEIS to create the report. 
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NHSEIS Reports – Table 1 and 3 by District (raw data) 

 

Step 6:  On the main menu, Click “School System” button 

Step 7:  Click “Reports” button 

 

Once created, report appears below the scheduled reports (scroll down), in the Saved System Reports area. 

 Step 8:  Click the report, Table 1 and 3 by District (raw data), to 

access the report information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 9:  Click “Open” to open report or “Save” 

or “Save as” to save the report 
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Reports – Table 4 Raw Data 

Report Title:  Table 4 Report Raw Data   Table 4 (Reason for Exiting) is the Report of Children who had an IEP within the school year 

and exited from Special Education.  Raw Data refers to individual student data.  The Federal Tables utilize district data entered in 

NHSEIS to answer specific criteria used for Indicator 14. 

 

Purpose of report: Table 4 is sorted by district and used for Indicator 14.  This report is available for districts to review exited students 

within a time period.  The Federal Office of Special Education Programs (OSEP) has indicators to guide SEAs implementation of IDEA.  

The indicators are used to report SEAs progress and performance to OSEP and to report district level performance.  Indicators are one 

of the ways in which States measure and report their performance in educating students with disabilities. 

 Indicator 14 – Percent of youth who are no longer in secondary school, had IEPs in effect at the time they left school, 

and were: 

A. Enrolled in higher education within one year of leaving high school. 

B. Enrolled in higher education or competitively employed within one year of leaving high school. 

C. Enrolled in higher education or in some other postsecondary education or training program; or competitively 

employed or in some other employment within one year of leaving high school. 

The student data is used for the Annual Post School Outcome Survey mailed to exited students one year, after they leave high school.  

 The students included in the survey will have exited special education for the following  

 Reasons: 

 Graduated with Regular High School Diploma 

 Received a Certificate/Other Document 

 Received a Certificate/Other document – Reached Maximum age & received a certificate/other doc 

 Reached Maximum Age – Did not receive a regular high school diploma or certificate 

 Dropped Out – Dropout 

 Dropped Out – Runaway 

 Dropped Out – GED Recipient 
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Reports – Table 4 Raw Data 

 

 Dropped Out – Status Unknown 

 Dropped Out – Moved, not known to continuing in an educational program 

 Dropped Out – Other exits 

 

The NHDOE is required by OSEP in the Part B State Performance Plan (SPP) and the Annual Performance Report (APR) to collect post school 

outcome data on students who received special education services, one year after they have exited high school.  Link for further information:   

http://www.education.nh.gov/instruction/special_ed/documents/spp_february_15_2013_final.pdf 

(Pages 83-85 of the Special Education State Performance Report provide background information about our survey process and the 

data we collect for indicator 14) 

The essential data points to districts (column headers) are: 

 Customer Name 
 District Code – NHSEIS generated code, district identifier 
 District of Liability Name – District that is financially responsible 
 District of Liability Code – NHSEIS generated code, district of liability identifier 
 SASID – Unique student identifier 
 Student ID – NHSEIS generated id number, student identifier 
 Last Name – Student’s last name 
 First Name – Student’s first name 
 Date of Birth – Student’s date of birth 
 Gender – Student’s gender 
 Race – Student’s race 
 Age at time of exit – Student’s age on exit date 
 Exit Date - Date student was exited from Special Education 
 Exit Reason – Selected reason student was exited from Special Education 
 Exit Reason Code – NHSEIS generated code for exit reason 

http://www.education.nh.gov/instruction/special_ed/documents/spp_february_15_2013_final.pdf
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Reports – Table 4 Raw Data 

 
Disability Name – Student’s Disability 

 Disability (on Exit) – Student’s disability on exit date 
 LEP – Limited English Proficient 
 

To create the report:  

 Step 1:  Click “School System” button 

 Step 2:  Click “Reports” button 

 Step 3:  Click the “State/Federal Reports” tab and Select – Table 4 Report Raw Data – click 

 Step 4:  Enter Begin Date and End Date, such as 7/1/13 and 6/30/14. 

 Step 5:  Click “Generate Report” button 

 

 

  

Allow time for NHSEIS to create the report. 

Once created the report appears below the scheduled reports (scroll down), in the Saved System Reports area. 

Step 6:  Click the report, Table 4 Raw Data, to access the report information. 

Step 7:  Click “yes” to open report. 
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Reports – Data Quality Report 

Title of Report:  Data Quality Report 

Purpose of Report:  To determine students with incomplete data in the IEP process wizard.  Missing fields can be easily identified on the 

spreadsheet. 

Click “School System” 

Click “Reports”  

Click “Data Quality Report” 

Click the Reports Button to Refresh saved reports.  

Report will appear below in the Saved System Report area.  

 Click Report Title to run. 

 

 

 

 

Click “Open” to open the file in excel format.  

Click “Save” or “Save as” to save the report. 

The Data Quality Report can be saved in Excel (xls) format. 
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Reports – Data Quality Report  

Report Column Headers:    

 Customer Name       

 District of Liability 

 Town of Residence 

 Customer Code 

 SASID number 

 Student ID 

 Student Last 

 Student Middle Initial 

 Student First 

 Date of Birth 

 Age 

 Race 

 Gender 

 Primary Language 

 Language of Instruction 

 Grade 

 Length of Day 

 School 

 Primary Disability 

 Referral Date 

 Parent Consent to Evaluate Date 

 Parent Consent to Eligibility Determination 

 Parent Consent to Eligibility Determination Date 


